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Sign into your terminal. On your desktop, double click on the CSB Common Retrieval icon.

MlcrOSOft Internet Explorer File Edit “iew Favorikes Tools  Help | ,‘?
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Your User ID is
associated to
every document
that you work.

— The ‘Logon’ button will verify your User ID and Password for the application.
— The ‘Clear’ button will clear the text boxes in the window.

Click the ‘Logon’ button after entering your User ID and Password.

(oIl Qo Tl [ eI elfe] — The “ Click to change password” button will allow you to update
your password when necessary.

Please note: If you are a new user you will be assigned a temporary password. You

are therefore required at first logon, to check the box next to ‘Click to change

password’. However, you may choose to change your password at any time for any
reason. Otherwise, the system will prompt you to change it every 90 days.
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Please contact the CSB Help Desk at 1-888-291-2160 or email them at csbhelpdesk@acs-
inc.com for issues with your CSB Panagon User ID and or Password.

CSB Common Retrieval

The CSB Common Retrieval window allows you to perform searches for a specific document or
group of documents.

Document Class — The Document Class Selection Control allows the user to select the document
class. The drop-down list box is initially populated with “All” as the document class selection.

You must enter at least one of the following to perform a search:
SSN - the borrowers Social Security Number.
Debt ID — a Debt ID

Search Fields — You must enter a key value in one or more of the Search Fields in-order to
perform a search. The key values include the SSN or Debt ID.
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After you enter either the SSN or Debt ID, click one of the following options depending on your
desired results. There will be a validation check that will go against DCMS mainframe to see if the

user is requesting documents that are assigned to them. Accounts that are not authorized for your
viewing will be restricted.

— The ‘Search’ button performs a search for the specified criteria that you input.

— The ‘Clear’ button will clear the search fields in the window.

— The ‘Submit’ button can only be selected once the user has performed a search.

When requesting Microfilm, Microfiche, Paper or Panagon Images, you must have the
appropriate box checked depending on whether you have a microfilm, microfiche paper or

image request. Clicking ‘Submit’ will send a request for document(s) to be mailed to the
user or a third party.

— The ‘Report’ button is non-functional.

— The ‘Close’ button closes the current window.
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Click here to get Microfilm, Microfiche or Paper Documents: [~
click here to Print Panagon Images when "Submit" is chosen: [

Please Enter At Least One {1) Key ¥Yalue:

S5M I
Debt IDI
Optional fields for Microfilm, Microfiche or Paper:

Document Required |P- From Mates Onlyj
Fequest Type lm
Debt Type m
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The following fields can be modified when requesting Microfilm, Microfiche, Paper or
Printed Images:

Document Required — Select the Document required via a drop-down list: F= Entire File
P=Prom Notes Only

Request Type — Select the Request type via a drop down list: C = Copies
O = Originals
(Only FSA Can Request Originals)

CSB Commmon Retrieval COMMON SERVICES
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e Help Americs Manage

|

Search Clear Submit Report Close

PCA ID: JYB

Document Class: [21 =l

Click here to get Microfilm, Microfiche or Paper Documents: [
Click here to Print Panagon Images when "Submit" is chosen: I

Please Enter At Least One (1) Key value:
SSM

pebt o[ |
Optional fields for Microfilim, Microfiche or Paper:
Document Required |F>— Prom Hotes Only;l
Request Type Im
Debt Type m
Send To I—
Strest addrr [ |
Strest addrz [ |
city [ ]
State [ |
zwe[

Debt Type — Select the Debt Type via a drop-down list: A = All

D =FDSL
G=GSL
F=FISL
N = NSL
P = POVR

Third Party Requests cannot be mailed to a PO Box address. They must be mailed to a
street address.

Send To - Enter the name and demographic information for a third party request.

Street Addrl*

Street Addr2 *

City *

State*

Zip*

*Enter the pre-determined Street Address, City, State and Zip for this request.
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Results of a SSN or Debt ID Search

Once you enter an SSN or Debt ID, click the ‘Search’ button. To display an image click on a
document ID under the ‘Doc ID’ or ‘New Viewer’ column.
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Search Submit

PCAID: PIC914

Document Class: [Al >

Click here to get Microfilm, Microfiche or Paper Documents: [
Click here to Print Panagon Images when "Submit" is chosen: [©

Please Enter At Least One (1) Key VYalue:

ssl
Debt 10 [GLosznsoorageion
Optional fields for Microfilm, Microfiche or Paper:
Document Required lm
Request Type lm
Debt Type m
Send Ta l—
Street adart [
Street adare[
ce[
State[
ae[

M ID > & Item(s) Found WVM

fooc 10| _ss—0oc Tyve|oebt 0] Recep ate] campony 1] cse 10] mage 13| auntary 1| uslary 2] Dateofpeat souse 55 ew vewer] )
=== \ prom | \2;27@005 \ DCSICO \ | \ \ | \ | 297973 I.Ist
397979 \ nhst | ‘2,"27/‘2006 \ DCSICD \ | \ \ | \ | 397979
397976 \ nhst | ‘2,"27/‘2006 \ DCSICD \ | \ \ | \ | 397976
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396170 \ fath | \ 1/18/2006 \ ACSWOD \ | \ \ | \ | 396170
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Document IDM Viewer

The document is displayed via IDM Viewer when a document ID is clicked on under the ‘Doc ID’
column. Any annotations pertaining to the document(s) are displayed on the top of the document

image.

74 http://cndws,/ cshfsa_ce/Yiewer /LoadDoc.asp?id=466595&L ibrary=DefaultIMS:CNDEY:FileNet - Microsoft Internet Explorer
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Diacharge Approval Request
APKG
S5N:
Name :

Resubmit Flag: ¥
Week Ending Dats: 1/20/2007
Status Reason: Death Of Borrower

Loan ID Loan Type Amount
DIRECT 4157.483
Total Amount of Discharge----------------- >4157.83

BORROWER HI3STORY

Date: 3/30/2004

Time: 09:30:39 AM

Type: Incoming

Source: Borrower

Phone:

By: CAROLRICCO

Comments: calling direct loans te have loan sent bk

Date: 10/15/2003

Time: 09:08:47 M

Type: Other

Source: Other

Phone:

By: Deb Weston

Comments: Rej letter did not gen

Date: 10/15/2003
Time; 09:06:53 &M
Type: Incoming
Source: Borrower
Phone:

By: Deb Weston

EE 1oz aiK|

o

Example of a Retrieved Document
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Document IDM Viewer Icon Definitions

displays the document image. The Document Viewer requires that you resize
the window every time you Logon to Panagon.

L&t @laal O[O w~|$

Print — The print button prints the document.

Fit Page— The fit page buttons adjust the document image to fit the appropriate window. There are
three buttons and are as follows:

1. Page Width - Scales the image to fit the width of the Window.

2. Page Length - Scales the image to fit the height of the displays the
document image. The Document Viewer requires that you resize the window every time you
Logon to Panagon.

3. Whole Page - Scales the image to fit in the window in both directions.

Zoom — The zoom buttons adjusts the zoom level of the document image. There are three buttons
and are as follows:

1. Zoom In — Adjusts the zoom level in by 10% of the original document image.

2. Zoom Out — Adjusts the zoom level out by 10% of the original document image.

3. Zoom Normal — Adjusts the zoom level to the original size of the document image.
Navigator — The Navigator allows you to navigate over the document image.

Magnifier — The Magnifier will allow you to magnify any portion of the document. Click on the
maghnifier, then click and drag on the document (making a box as large or as small as needed).

Rotate — The rotate buttons rotate the displayed document image. There are three buttons and
are as follows:

1. Rotate Right — Rotates the document image to the right by 90 degrees.
2. Rotate Left — Rotates the document image to the left by 90 degrees.

3. Upside-Down — Rotates the document image by 180 degrees.
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Document Viewer Icon Definitions

Us@ 1otz »[mf4]

Multiple page documents - The single arrows located at the bottom of the document will allow you
to move from page to page or input the required page number in the box. The left double arrows
allow you to go directly to the first page. The right double takes you to the last page.

[ao| #| 1l

Select-Encompasses annotations and allows you to move them around the page
Highlight-Opens a highlight box on the image

Text-Allows you to type comments in the box on the image

Pen-Allows you to write/draw lines on the image

Arrow-Allows you to put an arrow or arrows on the image

Sticky Note-Allows you to place a sticky note with comments on the document

Stamp-Allows you to put stamp on document/Specific fields available

This information is proprietary and confidential to ACS Inc and produced on condition of non-republication or duplication 9




AlternaTIFF (Alternative) Viewer

The document is displayed via the ‘AlternaTIFF (Alternative) Viewer’ when a Document ID
number is clicked under the ‘New Viewer’ column. Any annotations pertaining to the document(s)
are displayed at the bottom of the window.

7} Alt Viewer Window3 - 466595 - Microsoft Internet Explorer -8 x|
httpfendwsicsblza_coTempDocs32031466595_1.FOB B

j Page F of |1 j GetAll Pages |vaou can't see the image below, please click here to install an alternative wiewer.

2ld(e| aJF BjF oH ol olal 8][40 Bl e
Discharge Approval Regquest Bl
APKG
SSN: 3
NAME ! .irimiiny coiares

Resubmit Flag: Y
Week Ending Date: 1/20/2007
Status Reason: Death Of Borrower

Loan ID Loan Type Anount
DIRECT 4157.83
Total Amount of Discharge-----——————————- »4157.83

BORROWER HISTORY

Date: 3/30/2004

Time: 09:30:39 AM

Type: Incoming

Source: Borrower

Phone:

By: CRROLRICCO

Comments: calling direct loans to have loan sent bk

Date: 10/15/2003
Time: 09:08:47 AM

Type: Other
Source: Other |
Phone:

By: Deb Weston
Comments: Re] letter did not gen

Date: 10/15/2003 =
Annotations: -
Approved on 057182007 10:16:33 by 920 =l

Example of a Retrieved Document
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Document Alternatiff Viewer Icon Definitions

j Page I'I_ of IE j Getall Pages |vaou can't see the image below, please click here to install an alternative iewer.

sl8l=|[a & BF o off ola] @l =Ap] 53

Page Arrows-Move from page to page using the forward and back arrows

Page Box-Input page number to move from page to page.

Get All Pages-Click to combine images for printing as a single document.

Print — The print button prints the document.

Save As-Save the tiff image to a folder location on your desktop.

Copy to Clipboard-Copy the tiff image to a document.

Zooming Mode-Allows you to click on image to increase and then decrease size back top normal.
Panning Mode-Allows you to move image up and down on screen.

Best Fit-Full image view

Fit to Window Width-Full image view but must scroll up and down page to view the whole iamge

Fixed Size (100%)-Full image view but must scroll up, down, and from side to side to view the
whole image

Arrows (Up and Down)-Increase and then decrease size back to normal view.

Rotated Left-Rotate image to the left.

Original Orientation-Bring image back to original view.

Rotated Right-Rotate image to the right.

Upside Down-Rotate image upside down.

Negative Image-Blackens image to negative mode.

Page Number with Down Arrow-Disabled-Use the Page Number and Arrows above Toolbar
Page Arrows-Disabled-Use the page Number and Arrows above Toolbar

Menu-Lists toolbar options.

Viewer Information and Image Properties-Alternatiff Viewer Information
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Search for Microfilm, Microfiche Or Paper Documents OR Print Panag

Click in the box next to ‘Click here to get Microfilm, Microfiche or Paper Documents’ to request
non-imaged documents be sent to the requestor or third party. Click in the box next to, ‘Click here
to Print Panagon Images when “Submit” is chosen:’ to request the documents be printed and
mailed to the requestor or third party. The user will need to:

Select the Document Required
Select the Request Type
Select the Debt Type

Fill in the Recipients Name

Fill in the destination

If a recipients name and address are not provided the document(s) will be sent to the requestor
based on the DMCS User ID which indicates the user’s location.

Once you enter a Debt ID or SSN, choose the ‘Document Type’, ‘Request Type’, or ‘Debt Type’
from the drop-down menus if you want to refine your search and click on the ‘Search’ option.

CSB Common Retrieval [EOMMONISERVICES

- ~
' Search Clear Submit Report Close

: PICO2S8

Print Panagon
Document Class:

Images box
Mhoﬁlm Mimﬁd’le Click here to get Microfilm, Microfiche or Paper Documents: ¥
) click here to Print Panagon Images when "Submit” is chosen:
or Pamr Dwumm mx Please Enter At Least One {1) Key Value:

s
SN [rsmssmsss Enter elmer
best 10F z SSN OR Debt ID
Optional fields for Microfilm, Microfiche or Paper:
Document Required Im
Request Type m
Debt Type m
Send To I—
Street addrt [
Street addrz [
ciey [
state [
zie[
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Results of Microfilm, Microfiche, Or Paper Documents Search

After ‘Search’ has been chosen, the items pertaining to that SSN or Debt ID will be listed. Check

the boxes next to the desired Debt ID’s (if all displayed Debt IDs are being requested then no

boxes would need to be checked), fill in the recipient's name and address information if you are

requesting for a third party. Click the ‘Submit’ button to request the document(s) get mailed to the

intended recipient.

The request will be passed to the Debt Collection System and the document will be sent to the

requestor or third party. If you are the requestor the “Send to” and address fields do not need to be

completed.

fmerics Thrennshs Sclond =

PCA ID: 3YB
Document Class: [a1 =]

Click here to get Microfilm, Mics
Click here to Print Panagon Ima

iche or Paper Doc
when "Submit” i

Plaasa Fnter At | east One (1) Kay Valua:

ssuf
Debt 1D [
Optiunal fivlds fur Micrufiling, Microfiche ur Paper:
e ¢ Required [P~ Pram Mates Only =]
Feausct Type [C-Copies =]

Debt Type [A-ALL =
[ I o E—
street agart [

The Result of
the Search

Debe 1D/ oo

I
|
|
|
I
|
|
|
I
|
|
I
I
I
|
I
I
I
|
I
I
I
|
I
I
I
|
| ]
Kl

' Search Clear Submit Report Close

PCA ID: JYB
Document Class: |All ~

click here to get Microfilm, Microfiche or Paper Documents: M
Click here to Print Panagon Images when "Submit” is chosen: [0

Please Enter At Least One (1) Key Value:
SSM [Rrxineee
pebt o
optional fields for Microfilm, Microfiche or Paper:
Document Reguired [P~ Prom Notes Only =]
Request Type [C-Copies =]
Debt Type [A-ALL =]

Send To [Gyone DuBois |

Street addrl [501 Bleeckerst

Street addrz[

city [Otica

statefwr

z1P [13501

wou can request the items listed below by clicking the Submit button. They are not viewable on this web site.
vour request will be passed to the Debt Collection System and the documents will be sent to you shortly.
wou can click on the checkboxes to select debts, otherwise the request will be submitted for every debt displayed.

5 Item(s) Found

¥ |G200504004817101 | SANG CHOI
&Iﬂ ' |G200504004817202 | SANG CHOI
'p 1| G200504004817303 | SANG CHOI
M IDs I [c200504004817404 [ saMG CHOI
]| G200504004817505 | SANG CHOI

ﬁ G200504004817606 | SANG CHOI =

- =
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Results of Submit When Microfilm, Microfiche or Paper is Requested

After your request is submitted there will be a message displayed at the bottom of the page
explaining ‘REQUEST SUCCESSFUL’. The Debt ID(s) being requested will show as well. If any
Debts have been requested previously and are still being processed, there will be a failed message
stating Debt’s have not been sent as “ The previous request has not been fulfilled. Further
details on the submit button can be found on page 4, 12 and 13.

CSB Common Retrieval COMMON SERVICES

FOR BORROWERS

' Search Clear Submit Report Close

PCA ID: JYB
Document Class: |21 -

click here to get Microfilm, Microfiche or Paper Documents:
Click here to Print Panagon Images when "Submit” is chosen: ]

Please Enter At Least One (1) Key Value:

BN

Debt 10 [

optional fields for Microfilm, Microfiche or Paper:
Document Required [P - Prom Motes Only =]
request Type [C-Copies =]
Debt Type [A-ALL =]
serd To [

Request Street addrz
Successful B e —
State
—— - —
-— - z1p = -
- -~
~<
~
Printirnages: FALSE ~ N
G200504004817101 The previous request has not been fulfilled. . \
| REQUEST SUCCESSFUL for G200S04004817202.
FAILED 2 - G200504004817203 The previous re quest has not been fulfiled. ]
\ FAILED 2 - G200504004817404 The previous request has not been fulfilled.
FAILED 2 - G2O0504004817505 The previous request has not been fulfilled. /7
N FAILED 2 - G2OD504004817606 The previous request has not been fulfilled. -,
~ - - -
-
~ - -

— -
— —
o

(I
Falled
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Results of a Request to Print Panagon Images When Clicking Submit

If the user requires Panagon Images to be printed or mailed to a third party, first the user must
ensure the search for the documents was preformed as previously explained (input the SSN or
Debt ID and click the “Search” button).

CSB Common Retrieval

~ ™.
Search Submit Report Close
~ -
PCA ID: JYB
Document Class: [All =
Click here to get Microfilm, Microfiche or Paper Documents: [
Click here to Print Panagon Im. when "Submit” i osen: 7

Please Enter At Least One (1) Key Value:
ssn
Debt 1D [0

optional fields for Microfilm, Microfiche or Paper:
Document Required [P - Pram Notes Only =]
Request Type [C-Copies =]
pebt Type [A-ALL =]
send To [ |
sStreet addrr [ |
Street addr2[ |

Once the search is complete the document(s) will be displayed. The user clicks in the box that
states, “Click here to Print Panagon Images when ‘Submit’ is chosen:”. The user then selects
the criteria from the drop-down menu options and enters the name and address of the third party.
The user then clicks the “ Submit” button.

—_—a

2
=
Search i Close

~ -
PCA ID: JYB
Document Class: [All =

Click here to get Microfilm, Microfiche or Paper Documents: [T
Click here to Print Panagon Images when "Submit” is chosen: @

Please Enter At Least One (1) Key Value:
SSH |3

Debt 1D [0 |
optional fields for Microfilm, Microfiche or Paper:

Document Required [F-Entre File =]
Request Type [C-Copies =]
Debt Typs [&-ALL =]

Send To [nda Peglow |

Street addrl [0T Blesckerst |

Street adare [

City [ouea |
state |
zp fesor |
12 Item{s) Found
[50c rypo] bebt 10| noceipt pate] company 0] case 11 |image_id| ausitiary 1] ausitiary 2] pate or beath] spouse ss~ | now viewer]
466595 [~ Tapkg [ [aesseonr [ acswoo [ | | [ | =#seses
464537 apkg 12/16/2006 | ACSWOD 464597
464562 apkg 12/18/2006 | ACSWOD 464562
440405 corr 5/24/2006 | ACSWOD 440405
n 428371 apkg 4/34/2006 | ACSWOD 428371
Ist of 428426 apkg 4/24/2006 | ACSWOD 428426
'< 428361 apkg 4/30/2006 | ACSWOD 428261
ID 428230 apkg 4/20/2006 | ACSWOD 428230
s 425292 apkg +/20/20086 ACSWOD 428292
427588 apkg 4/4/2006 ACSWOD 427588
421025 apkg 3/16/2006 | ACSWOD 421025
\4nsn11 inve 3/8/20086 ACSwWOD 406011 =
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After the user clicks the “ Submit” button a list of document ID numbers will be displayed
confirming the items that meet the chosen criteria have been requested for print. The request is
transmitted to the Greenville Texas Imaging Department where it will be mailed to the intended
recipient.

Wi Help Pt Armerion Throsh School

' Search Clear Submit Report Close

PCA ID: JYB

Document Class: |all -

Click here to get Microfilm, Microfiche or Paper Documents: [

Glick here to Print Panagon Images when "Submit” is chosen: @
Please Enter At Least One (1) Key Value:

ssu s

pebt 10 [

Optional fields for Microfilm, Microfiche or Paper:

Document Required [P - Prom Mates Only =]
request Type [C-Copies =]
Debt Type [A-ALL =]

send To [

Street addrt [

street addrz [ |

cw[

state [

zie[

U |

-—— —— o =
Loar Consolidation images need to be printed on you local network printer through the Viewer.

For W202 request do SEARCH before SUBMIT

Kl
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ging Off the CSB Common Retrieval System

To exit out of CSB Common Retrieval, click on the ‘Close’ button.

CSB Common Retrieval COMMON SERVICES

FOR BORROWERS
e [Telp Americs Manage
Student Aid Oblig

Search Submit

PCA ID: JYB

Document Class: [Al =

Click here to get Microfilm, Microfiche or Paper Documents: [C
Click here to Print Panagon Images when "Submit” is chosen: [

Please Enter At Least One (1) Key Value:
sswl
pebt o[
Optional fields for Microfilm, Microfiche or Paper:
Document Required lm
Request Type lm
Debt Type m
Send To l—
Street addrt|
street adarz[
ciey[ |
state[ |
zie[
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	System Logon
	Sign into your terminal. On your desktop, double click on the CSB Common Retrieval icon.
	Microsoft Internet Explorer Window
	Logon Window
	Click the ‘Logon’ button after entering your User ID and Password.
	Debt Type – Select the Debt Type via a drop-down list:  A = All    
	D = FDSL
	G = GSL
	F = FISL

	P = POVR



	Results of a SSN or Debt ID Search
	Document IDM Viewer
	. Page Length - Scales the image to fit the height of the window.

	AlternaTIFF (Alternative) Viewer
	Search for Microfilm, Microfiche Or Paper Documents OR Print Panagon Images 
	Click in the box next to ‘Click here to get Microfilm, Microfiche or Paper Documents’ to request non-imaged documents be sent to the requestor or third party.  Click in the box next to, ‘Click here to Print Panagon Images when “Submit” is chosen:’ to request the documents be printed and mailed to the requestor or third party. The user will need to: 
	After ‘Search’ has been chosen, the items pertaining to that SSN or Debt ID will be listed. Check the boxes next to the desired Debt ID’s (if all displayed Debt IDs are being requested then no boxes would need to be checked), fill in the recipient’s name and address information if you are requesting for a third party. Click the ‘Submit’ button to request the document(s) get mailed to the intended recipient.
	Results of Submit  When Microfilm, Microfiche or Paper is Requested 



